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NIH Receivables Customer Entry: Course
Overview
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Course Obijectives

WAl c Ml Course Objectives

Overview of the NBRSS and NBS
Accounts Receivable Overview
Customer Entry and Maintenance

Important Dates

NIH Receivables Customer Entry: Course Overview
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Agenda

4 g’%%} nbrss Agenda
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8:30 — 9:30: Introduction to AR
9:30 — 2:00: Entering Customer Addition/Update Requests
1:00 — 3:30: Customer Database Maintenance

NIH Receivables Customer Entry: Course Overview
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Training Guidelines

WAL M Training Guidelines

Ask Questions
Cheating is encouraged
Don'tlet me get ahead

Have fun!

NIH Receivables Customer Entry: Course Overview
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Accessing Oracle via the NIH Portal

WALl Accessing Oracle via the NIH Portal

» Oracle is a web-based application available via the NIH Portal

» NIH Portal website: http://my.nih.gov

= To Log on use your:

= NIH Domain
= User Name
= Password

= For assistance, contact NIH Help Desk at 6-HELP (301.496.4357).

» Add the Budget & Finance Community, which is the page where the
Oracle application resides

NIH Receivables Customer Entry: Course Overview
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Logging in to the NIH Portal

@321l Logging in to the NIH Portal

G PETTVRS O 6
L e -

© select your domain: [NIH =] which domain should 1 selecte
(2] User narme: Ipaulsa
Password: Iwﬂ change Password

Warning Notice

This is a U.5. Government computer system, which may be accessed and used only for autharized Government business by authorized personnel. Unauthorized access or use of
this computer system may subject violators to criminal, civil, andior administrative action

Allinformation on this computer systerm may be intercepted, recorded, read, copied, and disclosed by and to authorized personnel for official purposes, including criminal
investigations. Such information includes sensitive data encrgpted to cormply with confidentiality and privacy requirements. Access oruse ofthis computer systemn by any person,
whether authorized or unauthorized, constitutes congent to these terms. There is no right of privacy in this system.

Please e-mail questions or comments to tasc@nih.gov or call 301-594-6248

BT & (¢

Follow steps below to access the NBS Travel System application from the NIH Portal.

* Launch Internet Explorer. In the browser, navigate to the NIH Portal at http://my.nih.gov.
(Note: If you need Internet Explorer installed on your computer, please contact the NIH Help
Desk at 6-HELP (301-496-4357)

» Sign in to the NIH Portal according to the steps listed below, using the account information
you currently use to log on to Windows at your workstation.

* Select your domain from the pull-down menu. (Hint: Use the "Which
domain should I select? link for assistance.)

* Enter your User name.
*  Enter your Password.
*  Click the Log in button.

For Portal account and password assistance, contact the NIH Help Desk at 6-HELP (301-496-
4357).

NIH Receivables Customer Entry: Course Overview
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Adding a Community to your NIH Portal View

@401 M Adding a Community to your NIH Portal View

NG PETARS &
FepeuS® Rmss & A BPPORT S

Welcome NIHYpaulsal Poral S

MY PAGES .ﬁ -
MIH PORTAL PAGE | :
»Communities | » Document Directory & l

edit Your Memberships

Yucather for (e : :

Portal Information
: Center

¥ - - -
sdadn Light Rain
RN ]
Hed May 21 10123 AN ET
Temperature: S1°F/16°C

Humidity: &8% ‘i EDIT YOUR MEMBERSHIPS =
Barameter: 30.1din/1022nb ] CHOOSE YOUR COMMUNITIES _Finish |_cancel |
=

Winds: MWME at Smph/Skph

a4 The Communities you belang to and your default Gammunity are displayed on the right. To remove yourself from a non-mandatary Gommunity, click
ihe.Tojoin a Community, search or browse to the Cammunity, put a check mark next to its name, and then click Add to My Memberships
M Wihenyou are finished, click Finish to display your default Cammunity.

Enter a city orzip:l

Search for Communities | [Nl Folders

Browse for Communities Your Cornmunity Memberships

» B2 General Communities » B3 CIO - NIHIT Comrunities Your default Community:
b E ICs & Offices - E:f NBRSS MBRES Travel Users -
Portal Information Center

ADD TO MY MEMBERSHIPS ==

Enterprise Appli

Mandatary Cormmunity
¥ NBRSS BudgetFinance [¥ NBRSS Travel Users NBRSS Travel Users
BudgetFinance Community Community for users of MBS Travel System Unsubscribe

cIr

» B3 Project-Specific » B3 zzTestFolder ey Earamuaisy

What is a Portal Community and how do I subscribe to a Portal Community?

Portal Communities provide content, documents and application access to users who have a
common area of interest. Once you subscribe to a community, it will appear in the list on your
Communities tab every time you visit the NIH portal. Follow the steps below to subscribe to a
community.

*  Click on the “Communities” tab and select “Edit Your Memberships”.

* Locate a community of interest either by clicking a folder to browse for communities or
by entering a key word in the Search field and clicking "Go" to look for a specific
community.

*  Once you locate a community of interest, select it by clicking in the box next to the
community name.

e Click “Add to my Memberships”. (You may need to select your default community.)

e Click “Finish”. The subscribed community will now appear in the list on your
“Communities” Tab every time you access the portal.

NIH Receivables Customer Entry: Course Overview
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Questions

W3l Questions
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Questions?
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Chapter 2
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How to Use the Manual
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How to Use the Manual

W42l How to Use the Manual

e T ST

» Each Student Guide contains a Table of Contents

Table of Contents

INIH Receivables Customer Eniry: Course Overview
HIH Receivables Customer Entry: Course Overview
Courge Objectives

Training Chaidelines

How to Use the Mangal

Accessing Oracle via the NIH Portal

Logging in to the NIH Portal

Adding a Compunity to wour NIH Portal View
Questions

NERSS Overview
HIH Business and Research Support System (MBREE) Owerview .
HIH Enterprise IT Swstems Architecture
HBR33 Project Objectives
MERZE Governance Strocture.

HBZ — How it Works

Expected Cutcomes of the NE3

Realities of the NB3

Track 1 Activities: General Ledger/Budget...
Sample Track 2 Activities: Travel

1
2
.13
4
L1-5
8
1
1
1
1

=R =Y

Accounis Receivable Overview
Track 2 Accounts Receivable Cverview
Leszon Objectives
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How to Use the Manual

W42l How to Use the Manual
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» Each Chapter constitutes a lesson

» Each lesson has a set of objectives

Lesson Objectives

o160l | csson Objectives

After this lesson you should know how to:

+ Process customer addition requests

+ Process customer update requests

+ Conduct routine customer table maintenance activities

How to Use the Manual
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How to Use the Manual

W42l How to Use the Manual

» The lessons contain information on the business processes as well as
step-by-step instructions on how to perform tasks in the NBS

Mew Customer Addition Request Frocess

3100 W New Customer Addition Request Process

OFM Processes Request

IC Enters Request

=l 1. Accessrequest

i
‘ 2. Search for Existing Customer ‘

Trawel Plarner sestches
for existing sporsor recard

Customer Addeliion

7
Travel Planrer downloads ‘ 3A. Enter 3B. Reject |

Request Request
Request fom fromthe

MIH Trave Portal Page

‘ 4. Inform Requestor |
Travel Planrer completes
the fortn and emals tta || ) l

the NERSS Customer ‘ 5. Move Request
Requests Mailkbox

&1 recpuests should be subraitted via ernail. Recuests will be forearded to a certral mailox,
accessed through Microsoft Outlook.

How to Use the Manual
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How to Use the Manual

W42l How to Use the Manual

Entering a New Customer

Step-by-step instructions on
how to perform tasks in the _ _ _

The purpose of this documert 1s to describe how new customers are entered into NBS. Ifa
NBS are co ntained in o cé!;stomerta]..readye)dsts in MBS, bt recpuires rnodification, then refer to one of the following

“‘Navigation” documents. +  Entering New Custoraer Cortact

Entering a New Custorer Bill- To Address

Navigations: © Modfying Custorer

MIH Recerables Customer Entry

1. May contain a Purpose or I = Customers > Standard
Prior Activity Sectlon Find/Enter Custorers

Purpose

Contain a Navigation Box T

on the first page T

Account Name

Contain a picture of the B
screen that you will use to

enter the data e b .
Lastbame [ st Hama |

Search Type @ Expct® © Fugr Closr

How to Use the Manual
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How to Use the Manual

@311 8l How to Use the Manual

» Navigation Boxes describe how to get to the appropriate screen in
Oracle to perform the task

NIH Receivables Customer Entry < Oracle Responsibility

N > Customers > Standard< Navigation Path

Find/ Enter Customers < Screen Name

» Navigation Boxes are always followed by a screen shot of the window
you will navigate to.

How to Use the Manual
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How to Use the Manual

s s s ms

1. Directive
statements will
help you
determine your
next step. The
statements are
indicated in Bold

Words in Bold
font indicate a
field, window, or
button name

W42l How to Use the Manual

a2 acGE e

If a message is received stating that no customer matched your criteria, goto task #3.
Otherwise, goto task #d4.

3. Select the Cancel button.

Goto task #1.

4. Place your cursor in the line associated with the omer contact that displays both the
Party Number and Customer Number.‘._é

Zelect the OK button.

[Eesult: The Customers - Standard window is displayed.

How to Use the Manual

Chapter 2 - Page 8



How to Use the Manual

@311 8l How to Use the Manual
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The shaded fields indicate that the entry is optional or that you should
accept the default values

Enter the city rarae in the Sie Name field.
Enter the followirng address inforemation.

Field Description

Couniry Select the appropriate country from the LOV.

Address Enter the address line information

City Enter the city nare

Staie Enter the state

Postal Code Enter the Postal Caode

Province Enter the province dbbresdation

County Enter the county name

Example: The following iz a saraple corapleted Supplier Sites windowr.

If a field is not referenced, you should not change the default value.

How to Use the Manual
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How to Use the Manual

W42l How to Use the Manual
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Note s provided after the task instruction provide useful information or
helpful hints to complete the step.

13, In the Payment Method {i=1d, select the appropriate payment method for this suppler.

- Hote: Ornice bank irdormation is associated with a supplier, the Payment Method fisld is

antommatically updated to Electronde.

14, Sawe the record.

How to Use the Manual
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How to Use the Manual

W42l How to Use the Manual

The e nd Of the Example: Below 1z a sample completed Contacts: Roles region tab.

taSk Wl” be Addn T"" ificati Iordar“ q ‘I“ & ‘,If‘ icati I"‘ tact: ICnntacts‘Hnlesm

H H — Contact Name
Ay
Indlcated by Last First Title MNumber  Job Mail Stop  Referance

JIFELOMAN [BENJAMIN Mr. Treasurer

End of Activity. | il I | |
| | ' | | L

Description Primary [ |
) Bint To |

| & N
| S

3. Bave yvour wotle

End of activity.

How to Use the Manual
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How to Use the Manual

W42l How to Use the Manual
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Each lesson concludes with a Lesson Summary

Lesson Summary

AU M esson Summary

In this lesson yau learned how to:
* Process customer addition requests
+ Process customer update requests

+ Conduct routine customer table maintenance activities

How to Use the Manual
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Track 2 Accounts Receivable Overview

Track 2 Accounts Receivable Overview
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Lesson Objectives

@AMl | esson Objectives

After this lesson you will know:
* What Accounts Receivable functionality is being used in Track 2

» The Accounts Receivable activities related to Sponsored Travel

Accounts Receivable Overview
Chapter 3 - Page 3



Accounts Receivable Functionality

@421l Accounts Receivable Functionality

Track 2 Accounts Receivable Activity is limited to Travel-related
Transactions

Sponsored In-Cash Travel

Sponsor information is held in customer table

Sponsor in-cash invoices are created in AR upon approval of travel
voucher in NBS Travel System

Sponsor payments are entered and applied to outstanding invoices

Accounts Receivable Overview
Chapter 3 - Page 4



Sponsored In-Cash Travel Activities

-gﬁ g@?"bm Sponsored In-Cash Travel Activities

» Customer Table Maintenance
= Sponsorinformation is held in the customer table

= Sponsorinformation must be entered into Accounts Receivable before
being referenced on a travel document in the NBS Travel System

> Invoices for Sponsor in-cash expenses

= Invoices are generated upon approval of travel vouchers in NBS Travel
System

= Invoices flow into AR automatically on a nightly basis

= Actual bills to sponsors will continue to be generated manually outside the
NBS system

» Sponsored Travel Payments
= Sponsor payments are entered and applied to outstanding invoices
= The Cashiers will do the initial entry

= The General Ledger Branch is responsible for applying receipts to
outstanding invoices

Accounts Receivable Overview
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Customer Table

@311 Ml Customer Table

Fpes® e

» Below is an example of a record in the Customer Table

Addresses | C

Address [ Show Only Active Addresses
. 3333 CALIFORNIA ST, SUITE 410, SAN FRANCISCO, CA, 94118, United States

|
o
£l
.|
]
|
!

Duplicate Check Party Relationships /I

Customer Table Maintenance
* Sponsor information is held in customer table

* Sponsor information must be entered into Accounts Receivable before being
referenced on a travel document in the NBS Travel System

* Requests for new sponsors or updates to existing sponsors are handled through the
submission of the Customer Request form to the NBRSS Customer Requests mailbox

+ Customer table contains the sponsors name, address, and contact and billing
information

Accounts Receivable Overview
Chapter 3 - Page 6



Sponsored Travel Invoices

w4211 Ml Sponsored Travel Invoices

q\‘ﬁﬂﬁ L \I» 5 4 RS |-'-.IhT>II e

Travel

S8 SPONSORED TRAVEL

Vo u cher B :S_punsured Travel Inv
Number

~ Bill To
PEW CHARITABLE TRUSTS

Mumber 1132

Location BILL_TO 233

Address 3333 CALIFORNIA ST

SUITE 410

SAN FRANCISCO, CA 94118 United States

Caontact

Terms |3I] NET Commitment |

Due Dste [01-AUG-2003 Agent |

Digtributions Sales Credits Balances

|rzormplete Freight Credit Installments .

Customer

+ Invoices are generated upon approval of travel vouchers in NBS Travel System
* Invoices flow into AR automatically on a nightly basis

» Actual bills to sponsors will continue to be generated manually outside the NBS
system

* The Transaction Number in Accounts Receivable will be equal to the Travel
Voucher number in the NBS Travel System

* The Source will always be Sponsored Travel
» The Bill To block displays the Customer or Sponsor information.

Accounts Receivable Overview
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Sponsored Travel Payments

666554JAS Cash b
usn 1500.00
26-JUN-2003 | 02-JUL-2003

SPON TRAV FY04

Cleared i 1500.00

Customer | Re tance | 7_, f f mmary @%meﬁ@ ﬂml Cash h UERE : Nates| ::

Trans Murmber Paostmark Date
Customer Name |PEW CHARITABLE TRUSTS Customer Mumber 1132
Taxpayer D Location |BILL_TO 233
Reference Tax Code
Comments |CHECK REMITTED FROM JUDY SZUCH

Customer Bank Confirmation
Bank Mame Date
GL Date

PEW CHARITABLE TRUSTS | 0.00
1132 0.00 hass Apply Applications
BILL_TO 233 ] [ 0.00
usp 15I]I].I]I]_. I l].I]l]_:
0.00]

Saved Apply To Installment | Trans Currencyl Amount Applied Dizcount
TR108Y-1 1 _jusp 500.00
TR108Y 5 1 _jusp 1000.00

Accounts Receivable receipts record the payment of cash to the NIH.

* Sponsor payments are entered and applied to outstanding invoices

* The Cashiers will do the initial entry of the receipts

* The General Ledger Branch is responsible for applying receipts to outstanding invoices

Accounts Receivable Overview
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Accounts Receivable Information Flow

@421 Ml Accounts Receivable Information Flow

s
Fpes® a1 e

» Sponsored Travel Invoices flow from the NBS Travel System into Accounts
Receivable. Sponsored travel invoice and payments information flows to the
General Ledger.

Obligation

Travel er/
GTA
Inwoices

Sponsored
Inwoice Accounts

Receivable Authorization Related

Vouc her Related

Sponsored In-kind

The emphasized arrows indicate the flow of information related to Sponsored In-Cash Travel

Accounts Receivable Overview
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Lesson Summary

@31 Ml | esson Summary

After this lesson you learned:
* What Accounts Receivable functionality is being used in Track 2

» The Accounts Receivable activities related to Sponsored Travel

Accounts Receivable Overview
Chapter 3 - Page 10



Maintaining the Customer
Table

Chapter 4
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Maintaining the Customer Table

Maintaining the Customer Table

Track 2 End User Training
Revised January 15, 2004
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Lesson Objectives

@AMl | esson Objectives

After this lesson you should know how to:
* Process customer requests
» Establish customer relationships

 Conduct routine customer table maintenance activities

Maintaining the Customer Table
Chapter 4 - Page 3



Roles and Responsibilities

L LM Roles and Responsibilities

ICs

Complete the Customer Request Form

Send the completed form to the NBRSS Customer
Requests mailbox

Review request for accuracy, completeness, and need

Approve or reject the request

Enter and update customer records
Notify IC requestor of action

Perform routine customer maintenance

Maintaining the Customer Table
Chapter 4 - Page 4



Option 3: Oracle Extension

w4 géfnbrss i New Customer Request Process

OFM Proce sse s Reque st

IC Enters Request
= 1. Access request

v

2. Search for Existing Customer

Travel Planner searches
for existing sponsor record

v ¥ : ¥
Travel Planner dow nloads 3A. Enter 3B. Reject

Customer Request Form Request Request
fromthe NIH Travel Portal T T

Page v
4. Inform Requestor
Travel Planner completes l
the formand emails it to ||
the NBRSS Customer 5. Move Req uest
Requests Mailbox

All requests should be submitted via email. Requests will be forwarded to a central mailbox (NBRSS —
Customer Requests), accessed through Microsoft Outlook.

The NIH Customer Request Form is a Microsoft Excel document that the travel planners will complete
and send via email to the NBRSS — Customer Requests mailbox for sponsor updates.

The NBRSS — Customer Requests mailbox will be accessible for those users with the NIH Receivables
Customer Entry responsibility.

The NIH Receivables Customer Entry Staff should review the request to first ensure that it is not
duplicative of another customer within the database.

Best practice indicates that a single record should exist for an organization. If the organization has
multiple locations, separate sites can be set up for the customer under the main header record.

In addition to name and address information, contact information for specific individuals may be saved in
the customer database. The contacts may help facilitate collection of receipts and research.
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Process Customer Requests

w4 géfnbrss l Process Customer Requests

After this lesson you should know how to:
= Process customer requests
» Establish customer relationships

 Conduct routine customer table maintenance activities

Maintaining the Customer Table
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Accessing the Email Request

@311 Ml Accessing the Email Request

WS BSTITTS 0 R
q\lﬁnﬁ UM & RS ARCH SOPPORT SYETIR

Requests to add or update an existing customer | 1, Access request
will be sent to the
NBRSS- Customer Requests Inbox

NBRSS - Customer Requests - Inbox

Folder List | 4| [ % @|From | Subject |Received T

(=L Mailbos - NBRSS - Customer Requests B4 4 Siron, Julie (NL.. Request to Add a customer Fri 8/8/2003 6:19 ...
{ o Calendar 21 @ Siron, Julie §NIH/... Reguest for new customer [% Man 6{30f2003 5:16 PM

(3 Deleted Items
jdinbo::[C8

-G8 outbox

5 From: Siron, Julie (MIH/NERSS) To: NEBRSS - Customer Requests
i $F Sent Trems

__ @ Mailbox - NBRSS - GOVT ACCTG Subject: Request to Add a customer Cc:

@ Qutlook Today - [Mailbox - Siron, Julie (M, @
(=~ 1) Personal Folders

B OMT (D Customer Request

(3 Deleted Items Form 1.5
-G From Jeff

To access the email request:

* Open Microsoft Outlook

+ Select the Mailbox — NBRSS — Customer Requests — Inbox
* Double click on the message to open

» Double click on the attachment to view the request

Maintaining the Customer Table
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New Customer Request

{@ S1UEEE New Customer Request

Gyt oML RS

1. Access request

| New Customer
Organization ; Addition Request

Few Charitable Trusts
|SPONSORED TRAVEL
|Fublic Sectar Company

External

3333 5t Paul Street
[Suite 1000

222-555-1212

Maintaining the Customer Table
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Sample Customer Update Request

\(ﬁ f%.j}nbrss Sample Customer Update Request

» Below is a sample customer update request.

| Add new address

Organization

| Pew Charitable Trusts
|SPONSORED TRAVEL
|Public Sector Company

3333 Main Street
Suite 1000

| Cincinnati

> If the requester did not include details of the update in the request, you
may need to search for the customer and analyze the changes
requested or contact the requestor for more information

Maintaining the Customer Table
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Search NBS for Existing Records

W42l Search NBS for Existing Records

q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

2. Search for Existing
Sponsor

Before creating a new
customer record, check the
database to see if a record

already exists for this
customer.

New or Existing
Customer????

Use the information displayed in the email request to search for the sponsor.

If a request for a new record is received for a sponsor who exists in the NBS, inform the
requestor and request that they use the existing record if applicable.

Maintaining the Customer Table
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Find Customers Window

WAL Ml Find Customers Window

FepgaS® st 4 ki TR T

2. Search for Existing Sponsor

When you first enter the customer’s window, the Find/Enter Customers
window appears

Mame ]\ |— Party Number |
Customer Number
Account Mame Status

— Address
Address1 |

Address2 | Site Number
City l— State I—
Pastal Code l— County I—

Province Country

— Contact

Last Marne First Mame
Search Type @ Exact (B) T Fugzy Clear

Fields that you may use to search for a customer include, but are not limited to:
*  Customer Name

* Address Information, such as City, State, or Postal Code.

* Name of Contact Persons

Converted customer information includes name and address information only. No contact
information is being populated.

Be sure to use the wildcard character % when needed.
Steps:

1. Enter Search Criteria
2. Select the Find button

Maintaining the Customer Table
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Query Resulting in No Records Found

¥ 211Ut 28 Query Resulting in No Records Found

2. Search for Existing Sponsor

If no records matched your search criteria, the following message will be
displayed.

5 the Mew
biutton to enter this new customer,

Cancel

To conduct a new search, select the Cancel button and you are returned to the Find/Enter
Customers window.
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Match Results Window

@321 Ml Match Results Window

2. Search for Existing Sponsor

If records matched your search criteria,
the Match Re sults window will be displayed.

=

Name Party Numbi Customer NurlI Account Mame | Party Type || ldentifying || Address]
piane DEPEW 36240 J | IPERSON \
| [Mary PEWITT (51267 | | |PERSON I
_ IPEW CHARITABLE TRUST_:'IBBSN | ORGANIZA 3333 CALIFC
Se|ect th|S |ine p PEV CHARITABLE TRU§l685?4 | ORGANIZA 3333 CALIFC

Cancel

If records match your search criteria, your results will be displayed.

To review the record in more detail, place your cursor in the line of the organization you want to
view and select OK.

Important: If the organization is listed more than once, select a line that has both a Party
Number and a Customer Number.
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Customers-Standard Window

A2 Ml Customers-Standard Window

iﬁjﬁ*lw BRI

2. Search for Existing Sponsor

Below is a sample Customers-Standard window:

~ Address [~ Show Only Active Addresses
.'3333 CALIFORNIA ST, SUITE 410, SAN FRANCISCO, CA, 94118, United States

J
gl
B
|

]

I

I

Duplicate Check Party Relationships )

The Customers — Standard window displays the header information for the customer.
The form contains the following region tabs that will may be used when entering sponsors:
* Addresses

+ Classification

+ Communication

» Contacts

» Contacts: Roles

* Payment Methods

» Relationships

To view detailed information about a given address, select the address on the Addresses tab and
select the Open button.
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Customer Addresses Window

4 UMl Customer Addresses Window

GeyppiS nass § RS BPPORT STETM

2. Search for Existing Sponsor

Below is an example of a Customer Addre sses window:

United Stored
3333 CALIFORNIA ST

Usage Lacation
B sin 1o [BILL_ToO 539

l

Tt T i

l
l
l
I

The Customer Addresses window contains many of the same region tabs that were listed in the
Customer: Standard window.

The Address window contains the Business Purposes tab in which you will identify a bill to
address.

Each customer is required to have a single primary bill to address.

Maintaining the Customer Table
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Customer Entry Options

@321 Ml Customer Entry Options

L e -

Follow the chart below to determine your next step after searching for an
existing customer:

If... Then...

Acustomer record is not found, Enter a New Customer

A matching customer record is found | Enter a New Primary Bill-to Address
but with a different address,

A matching customer record is found, | Enter New Customer Contacts
but with different contact information,

Acustomer record is found matching | Do not enter any new information
the name, address, and contact
information,

If you have any questions about whether or not the records match, then
follow up with the requestor.

Maintaining the Customer Table
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Entering a New Customer

W21Vl Entering a New Customer

If after searching for the customer, you determine a new customer record

is needed, select the NEW button.

?

Party Murmbi) Customer Mu

Account Marme

3A. Enter
Request

Party Type |ldentifying | Addresst

Diane DEPEW 136240

PERSON |

| Mary PEWITT 151267

PERSON |

| |PEW CHARITABLE TRUST‘EISBSH

ORGANIZA| 3333 CALIFC

| | PEW CHARITABLE TRLI?‘IEEISN

ORGANIZA| 3333 CALIFC

Cancel

Maintaining the Customer Table
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Entering a New Customer

Purpose
The purpose of this document is to describe how new customers are entered into NBS. Ifa
customer already exists in NBS, but requires modification, then refer to one of the following
documents:

*  Entering a New Customer Contact

*  Entering a New Customer Bill-To Address

*  Modifying Customers

NIH Receivables Customer Entry
N > Customers > Standard

Find/Enter Customers

B FindiEnter Customers

~— Customer

Marne i ]— Party Mumber |

Customer Murnber |
Account Name 1 Status |Acti\re

~— Address
Addressl

Address2 Site Mumber
City State
Paostal Code Caunty

Province 1 Country I

~— Contact

Last Mame First Mame I
Search Type  ® Exact (B) T Fuzzy Clear ]

1. Enter the full or partial Customer Name in the Name field.

Notes:
— You must search for an existing customer before entering a new customer. This
helps ensure that customers are not duplicated in the system.
— You may search for the customer based upon any or all of the fields available in the
window.
— You may use the % as a wild card.

Maintaining the Customer Table
Chapter 4 - Page 18



2. Select the Find button.

Example: Below is sample message when no records matched your search.

B DEcision

Cancel

If a message is received stating that no customer matched your criteria, goto task #6.
Otherwise, goto task #3.

3. Review the customers resulting from your search.

Example: Below is a sample Match Records window.

[

A

IR S S T S S S S

4. Select the line with both the Customer Number and Party Number and select OK.

Result: The Customers - Standard window is displayed.
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Alternate Mame : gistration Murm

Account Mame aupayer [D

Addresses

Address [ Show Only Active Addresses

.._!3333 CALIFORNIA ST, SUITE 410, SAN FRANCISCO, CA, 94118, United States

Duplicate Check Party Relationships /]

5. Review the complete customer information.
If the customer already exists, end of activity. Otherwise, goto task #6.
6. Select the New button.

Result: The Customers - Standard window is displayed.
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CENTER FOR BIO%j§

Alternate Mame : gistration Murm

Account Mame aupayer [D

Addresses

Address

Ouplicate Check Party Relationships /]

7. Review the Name field and edit the value if necessary.
8. Select the Classification region tab.
Result: The Classification fields are displayed.
9. In the Profile Class field, select Sponsored Travel from the LOV.
10. In the Class field, select the appropriate value from the LOV.

Example: Below is a sample Classification region tab.

| Classification

Profile Class iSPONSORED TRAVEL Type |External
Class Fublic Sector CumpaniesF Categary
Tax Code Tax Calculation |Line b
Tax Hounding "l =ales Channel
Agent DUMS Mumber
Reference SIC Code Type
SIC Code
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11. Select the Addresses region tab.
12. Select the New button.

Result: The Customer Addresses window is displayed.

Province County

W |dentifying Address

Business Purposes |

Usage Location Bill To Lacation Primary Active [ ]

e .

Sl Sl ok S|
|

ER 5 s 5 i ]

13. Enter the customer's address as described below:

Field Description
Country Select the customer's country from the LOV
Address Enter the address of the customer
Alternate Name Enter an alternate name for the customer address
City Enter the customer's city
State Enter the customer's state
Postal Code Enter the postal code
Province Enter the Province
County Enter the County

14. In the Usage field on the Business Purpose region tab and select Bill To from the LOV.

15. Type a value into the Location field.

Maintaining the Customer Table
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Note: We suggest that you use the city name for the location. This must be a unique value
for this customer

If the address is the primary bill to location, goto task #16. Otherwise, goto task #17.
16. Select the Primary box, so that a checkmark appears.
Note: Each customer must have a single primary bill to location.

Example: Below is a sample completed Customer Addresses window.

State

Provinca County

M| |dentifying Address &l Active

Business Purposes

~ Usage Laocation Bill To Location Frimary Active
B il 1o NEW YORK

[#]

] e e e ]
I [ e

17. Review the customer contact information.

If specific people should be entered as contacts for this customer, goto task #18. Otherwise,
goto task #23.

18. Select the Contacts tab.

Result: The Contacts region tab is displayed.

Maintaining the Customer Table
Chapter 4 - Page 23



: Business Purposes Tﬁh'eur:éii:{"Ef"i;'in,'c?aT:Gﬂi':r'if*r‘;'tifﬁc:fétiﬁh I Contacts |Cunj:acts; F@ﬁlea.T. Bank &ccounts

— Contact Name Active
 Last First Title Mumber  Job kail Stop Referance

Il - | | |
| l | | | | |
| l | | | | |

— Communication — -
i o Communication Type 1Te|ecummunicatiuns v] Prirnary F'rEfEFfEd

|_
|_
|_
Area Code  Telephone Mumber Extension |Type Purpose Active ’J‘]
|_
|_

[

[¥

&

L3 ]

<l

i —
[ e—
RSl ]

Ll

19. Enter the Contact Name information as described below:

Field Description
Contact Name:
Last Enter the contact's last name
First Enter the contact's first name
Title Select the contact's title from the LOV.

Example: Below is a sample completed Contact Name field.

Business Purposes T-’Eha'ra_ctefi?éti;és,T'Quf*ﬁfﬁljﬁicat'i'tm I Contacts |fﬁbntact's:f--§iﬁ1es,-T Biank %cca_uhﬁ-m

— Contact Hame Active
~ Last First Title Number  Job Mail Stap Reference | ]
| FELDMAN |JosHUA M. |1020 | = v [ A

1 | | | | | |
J | | | | | |

If you would like to enter the contact's telephone information, goto task #20.

g

4

’[_
-
it

If you would like to enter the contact's e-mail information, goto task #21. Otherwise, goto
task #23.

20. Enter the contact's telephone information in the Communication block.

Field Description
Country Code Enter the country code
Area Code Enter the area code
Telephone Number Enter the contact's telephone number
Extension Enter the extension
Type Select a type from the LOV
Primary Enable the checkbox if this is the primary telephone number for

Maintaining the Customer Table
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the contact

Purpose Select a purpose from the LOV

Preferred Enable the checkbox if this is the preferred way of
communicating with the customer

Active Defaults to Active

Example: Below is a sample completed Communication block.

Business Purpozas I E_h_a'r_iai:te'r_iétiﬂ:aT Comrmunication T Contacts ICnﬁtai_E:'te RhteeI'B'ﬁhk Accounts

— Contact Hame Active
_ Last First Title Mumber  lob Mail Stop Referance | 1]
J FELDMAN JOSHUA Mr. 1020 | | 1080 e[ A
1 | | | | | | il

| | | | | | | ailf| e
— Communication — 5

Country Code Communication Type |Te|ecnmmunicatiuns '| Primary Preferred

: Area Code  Telephone Mumber Extension  Type ‘ Purpose I Artive ]
I 111 555.1212 | [Telephone ¥ |Business [ g ]L
| | | | | 2 B EC

| | | | | 2 rr [ =

If you would like to enter the contact's email information, goto task #21. Otherwise, goto
task #23.

21. Use the drop down menu for the Communication Type field to select Email/Web.

Result: The email and web fields are displayed.

— Communication

Communication Type |EmaiIfWeh v|

Preferred
~ Ernail Address/ URL Type Format Primary Purpose | Active [ ]
| | LI LI/
| | | i d4d
| | | = s TR
22. Enter the contact's email and web information.
Field Description
Email Address/URL Enter the email address of URL of the customer
Type Select a type from the LOV
Format Select a format from the LOV
Primary Enable the checkbox if this is the primary telephone number for
the contact
Purpose Select a purpose from the LOV
Preferred Enable the checkbox if this is the preferred way of
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| \ communicating with the customer

Example: Below is a completed Email/Web block.

— Communication
Communication Type |Emails"Weh v| Preferred

Email Addressf URL Type Forrmat Primary Purpaose I Active

Ihfeldman@chr.urg |E-mai| |HTI'u|L mail v/ |Busine$ L
1 | | F 1

| | | 2

s

23. Save the record.

End of activity.
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Entering a New Primary Bill-To Address

Fepeas® sty

IF you determine that a new primary bill-to

address is required under an existing customer,

w4 NVESH FEntering a New Primary Bill-To Address

3A. Enter
Request

THEN remove the primary indicator on the existing bill-to address and

enter the new bill-to address.
E[ us NTER FOR BIOMEDICAL

United States

7859 7TH AVENUE

i

Location
NEW YORK

Location

HEW YORK 1

Idirw

| Primary Indicator Removed |
| New Address Entered )—4
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Entering a New Primary Bill To Address

Purpose
The purpose of this document is to describe how to modify a customer's primary bill to address.
Before you begin

The customer must be entered in NBS. Refer to Entering a New Customer [NAV4011A4]

NIH Receivables Customer Entry

N > Customers > Standard

Find/Enter Customers

E Find/Enter Customers

— Customer

Mame Farty Murnber |

Custorner Mumber |

Account Name Status |£‘l.cti\re

— Address

Addressl i
Address? i Site Mumber ‘
city | State |
|
|

Postal Code i County

Province 1 Country

— Contact

Last Mame l First MName | Phone J
Search Type @ Exact (B) T Fuzzy Clear |

1. Enter the full or partial Customer Name in the Name field.

Notes:
— You may search for the customer based upon any or all of the fields available in the
window.
— You may use the % as a wild card.

2. Select the Find button.

Example: Below is a sample results window.

Maintaining the Customer Table
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[

CENTER FOR BIOMEDI
CENTER FOR BIOMEDI

|

[N

-
-
-
_
_
_
_

L
L
L

If a message is received stating that no customer matched your criteria, goto task #3.
Otherwise, goto task #4.

3. Select the Cancel button.
Goto task #1.

4. Highlight the line associated with the customer's primary bill-to address that displays both
the Party Number and Customer Number.

5. Select the OK button.

Result: The Customers - Standard window is displayed.
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{ Organization ( nization Mumber  BRLEES
Mame |CENTER FOR BIOMEDICAL RESERACH amer Mumber 271

Alternate Mame ax Registration Mum
Account Mame axpayer |0

Address e5

Address [ Show Qn'lg,r. Active Addresses
[l 7859 7TH AVENUE, SUITE 1000, NEW YORK, NY, 10001, United States

Duplicate Check Party Relationships )

6. Inthe Addresses region tab, place your cursor in the line of the current primary bill-to
address and select Open.

Result: The Customer Addresses window is displayed.
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stamer Addr

Countr

City

Praovince

Business Purposes

~ Usage Laocation Bill To Location Primary Active [ ]
B sin 1o NEW YORK

] e e e ]
I [ e

In the Bill To line on the Business Purpose tab, deselect the Primary box so that a
checkmark does not appear.

Example: Below is a sample.

Business Purposes

- Usage Location Bill Ta Location Primary Active | ]
B inTo NEW YORK r v B
I = — ]

Save your work.
Close the Customer Addresses window.

Result: The Customers - Standard window is displayed.
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Organization

Mame ENTER FOR BIOMEDICAL RESERACI
Alternate Mame
Account Mame

Addrasses

Address

nization Mumber

armer Mumber

gistration Mum

[ Show Only Active Addresses

'.I?BSEI 7TH AVENUE, SUITE 1000, NEW YORK, NY, 10001, United States

Duplicate Check Party Relationships /I

10. Select the New button.

Result: The Customers Addresses window is displayed.

Site Mumber

EDI Location | |dentifying Ad
Addr

Business Purposes

Usage Location Bill To Lacation

Prirmary Active [ ] .

u m =

e i

I anje i

i Dl

i il i

i i il
‘ Open ]
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11. Enter the customer's address as described below:

Field Description
Country Select the customer's country from the LOV
Address Enter the address of the customer
Alternate Name Enter an alternate name for the customer address
City Enter the customer's city
State Enter the customer's state
Postal Code Enter the postal code
Province Enter the Province
County Enter the County

12. In the Usage field on the Business Purpose region tab and select Bill To from the LOV.

13. Type a value into the Location field.

Note: We suggest that you use the city name for the location. This must be a unique value

for this customer

14. Select the Primary box, so that a checkmark appears.

Example: Below is a sample completed Customer Addresses window.

% Customer Addr CENTER FOR BIOMEDICAL RESERA

oite Mumber

State

Frovince County

M| |dentifying M Active

Business Purposes

Usage

Location Bill To Location Primary Active )

!]Biu To

NEW YORK 1 v

<l
| »

T N e il
R g
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15. Save your work
16. Close the Customer Addresses window.
Result: You are returned to the Customers-Standard window.

ner Type F Active Drganization Mumber  FA-ES
Marme [CENTER FOR BIOMEDICAL RESERAC Customer Mumber

ration Murn

Account Mame wpayer |0

Addresses

Address [ Show Only Active Addresses
| ]?359 7TH AVENUE, SUITE 1000, NEW YORK, NY, 10001, United States

[l 7856 34TH STREET, NEW YORK, NY, 10001, United States

Duplicate Check Party Réla'tic:_rishjps J

End of activity.
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Entering New Customer Contacts

@311 Ml Entering New Customer Contacts

s nmast L

IF you determine that a new customer contact 3A. Enter
is required under an existing customer, Request

THEN locate the customer address to which the contact is associated

and add the new contact information.
'gliru-s CER

_éaﬁfl;":aﬁs Purposes | Characteristics | Communication | Contacts | Contacts : Rales | Bank Accaunts

— Contact Name —— Active
Last First Title Mumber  Job Mail Stop Reference | %] ’

[FELDMAN [sosHUA (e, [1020 [1080
[[sTuart Linoa for. ] [

| 1 \ \ C T3
—C

Country Cade Communication Type ]w Preferred

| Area Code  Telephone Mumber Extension  Type
I 215 5551212 | [Telephone

v
v
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Entering Customer Contacts

Purpose

The purpose of this document is to describe how to enter customer contacts into the customer
record in NBS. These customer contacts can be used to follow up with the customer on
outstanding invoices or payments received.

Before you begin

Before you begin, the customer must be entered into NBS. Refer to Entering New Customers
[NAV4011A4]

NIH Receivables Customer Entry

N > Customers > Standard

Find/Enter Customers

E FindiEnter Customers

— Customer

Mame ! Party Mumber |

Custorner Mumber |
Account Mame 1 Status |£‘u:1i\re

— Address
Addressl

Address2 Site Mumber ‘
City State |
Fostal Code County ‘

Pravince Country

— Contact

Last Mame l First Mame | Phone l
Search Type @ Exact (B) T Fuzzy Clear |

1. Enter the full customer name or a partial customer name in the Name field.

Notes:
— You may search for the customer based upon any or all of the fields available in the
window.
= You may use the % as a wild card.
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2. Select the Find button.

Example: Below is a sample results window.

[

CENTER FOR BIOMEDI
CENTER FOR BIOMEDI

|

[N

-
-
-
_
_
_
_

L
L
L

If a message is received stating that no customer matched your criteria, goto task #3.
Otherwise, goto task #4.

3. Select the Cancel button.
Goto task #1.

4. Place your cursor in the line associated with the customer contact that displays both the
Party Number and Customer Number.

5. Select the OK button.

Result: The Customers - Standard window is displayed.
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Organization ( nizatian Mumbar

Mame ENTER FOR BIOMEDICAL RESERACI armer Mumber
Alternate Mame ax Registration Mum
Account Mame axpayer |0

Addrasses

Address [ Show Only Active Addresses
'.I?BSEI 7TH AVENUE, SUITE 1000, NEW YORK, NY, 10001, United States

Duplicate Check Party Relationships /I

6. Place your cursor in the address to which the contact is related and select the Open button.

Result: The Customer Addresses window is displayed.

United States
7859 ¥ TH AVENUE

B |dentify

Usage Location Bill To Location Primary Active [ ]
B sin o NEW YORK | v W [L =
n I r 2
| | r |
| | S |
N I r 25 N

| | r s B
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7. Select the Contacts region tab.

Result: The Contacts region tab is displayed.

Addresses T CIassiﬁcatiDnT Order ManagementT Marke_tingT Communication ] Contacts ]'CnntactS'_: Rnlesm

— Contact Name

Active

~ Last First Title MWumber Job hail Stop  Reference | [ ]
I - | | | | | [
| | | | | | | o

| | | | | | | r[E
— Communication — —

Sl Bada Caommunication Type |Te|ecummun|catmns v| S
: Area Code  Telephone Mumber  Extension  Type Primary Purpose | Active [ ]
I | | | | . LR
| | | | | £ ZEA

| | | | | 2 e Wi

&. Enter the Contact Name information as described below:

Field Description
Contact Name:
Last Enter the contact's last name
First Enter the contact's first name
Title Select the contact's title from the LOV.

If you would like to enter the contact's telephone information, goto task #9.

If you would like to enter the contact's e-mail information, goto task #10. Otherwise, goto
task #12.

9. Enter the contact's telephone information in the Communication block.

Field Description

Country Code Enter the country code

Area Code Enter the area code

Telephone Number Enter the contact's telephone number

Extension Enter the extension

Type Select a type from the LOV

Primary Enable the checkbox if this is the primary telephone number for
the contact

Purpose Select a purpose from the LOV

Preferred Enable the checkbox if this is the preferred way of
communicating with the customer

Active Defaults to Active
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Example: Below is a sample completed Communication block.

Business Purposes T Eh_aké‘i:te'r_iéti'l::aT Communication I Contacts 'Caﬁt,ai‘_tét&-.f Rtuté;e’] Bank Accounts

— Contact Hame Active
_ Last First Title Mumber  lob Mail Stop Referance | 1]
J FELDMAN JOSHUA Mr. 1020 | | 1080 e[ A
1 | | J J | I il

| | | | | | | [
— Communication — 5

Country Code Communication Type |Te|ecnmmunicatiuns '| Primary F'referred

: Area Code  Telephone Mumber Extension Type ‘ Purpose | Artive ]
I 111 555.1212 | [Telephone ¥ |Business [ g ]L
| | | | | 2 B EC

| | | | | | rr [ =

If you would like to enter the contact's email information, goto task #10. Otherwise, goto
task #12.

10. Use the drop down menu for the Communication Type field to select Email/Web.

Result: The email and web fields are displayed.

— Communication

Communication Type |EmaiIfWeh v|
Freferred
~ Ernail Address/ URL Type Format Primary Purpose | Active [ ]
| | LI LI/
| | | i d4d
| | | = s TR
11. Enter the contact's email and web information.
Field Description
Email Address/URL Enter the email address of URL of the customer
Type Select a type from the LOV
Format Select a format from the LOV
Primary Enable the checkbox if this is the primary telephone number for
the contact
Purpose Select a purpose from the LOV
Preferred Enable the checkbox if this is the preferred way of
communicating with the customer

Example: Below is a completed Email/Web block.
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12. Save the record.

End of activity.
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Practice Lab

A2 Ml Practice Lab
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Lab Time

Complete Lab 1: Processing Customer Requests
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Establishing Customer Relationships

-gﬁ g@?"bm Establishing Customer Relationships

After this lesson you should know how to:
* Process customer requests
=» Establish customer relationships

 Conduct routine customer table maintenance activities
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Establishing Customer Relationships

WACLVEM Fstablishing Customer Relationships

You may establish relationships between existing customers
so that they may share billing information.

{

Customer #1

Customer #2
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Creating Customer Relationships

Purpose

The purpose of this document is to describe how to create relationships between customer
records to allow customers to remit payment on each other's invoices.

Before you begin

Before you begin, the customer must be entered into NBS. Refer to Entering New Customers
[NAV4011A]

NIH Receivables Customer Entry
N > Customers > Standard

Find/Enter Customers

E Find/Enter Customers

— Customer

Mame i r Farty Murnber |
Custorner Mumber |
Account Mame 1 Status |£‘l.cti\re

— Address
Addressl

Address? Site Mumber ‘
City State |
|
|

Fostal Code

Province

— Contact

Last Mame l First MName |

Search Type @ Exact (B) " Fuzzy Clear ]

1. Enter the full customer name or a partial customer name in the Name field.

Notes:
— You may search for the customer based upon any or all of the fields available in the
window.
— You may use the % as a wild card.

2. Select the Find button.
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Example: Below is a sample results window.

[

|

A

_
_
_
_
-
-
-

t
L
L

If a message is received stating that no customer matched your criteria, goto task #3.
Otherwise, goto task #4.

3. Select the Cancel button.
Goto task #1.

4. Place your cursor in the line for the customer that displays both the Party Number and
Customer Number.

5. Select the OK button.

Result: The Customers - Standard window is displayed.
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% Custamers
IR Organization

CENTER FOR BIOMEDICAL RESERACH

Addrasses

Address

zatian Mumber
et Murnber
istration Mum

ar D

..I?BSEI 7TH AVENUE, SUITE 1000, NEW YORK, NY, 10001, United States

[ Show Only Active Addresses

Duplicate Check Party Relationships /I

6. Use the More Folders ‘" icon to select the Relationships tab.

Result: The Relationships region tab is displayed.

— Related Customer Ship To Recirrncal

Relationships

~ Mame Mumber Bill Ta Active Type

p—
<l
<l
<l

Comment ‘J_]

[+

T T T T T 1

N L O O 5 L5
P e e s A
B Y O Y

]

7. In the Related Customer Name field, use the LOV to locate the customer that has a

relationship with the customer record displayed.

Result: The Related Customer Number field defaults.

8. Identify the customers' relationship by enabling the checkboxes as described below:
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Field Description
Bill To Enable the checkbox to allow the sharing of Bill To address
Ship To Enable the checkbox to allow the sharing of Bill To address
Active Enable the checkbox if the relationship is active
Reciprocal Enable the checkbox if the relationships are reciprocal

9. Use the LOV to populate the Type field.
10. Enter any additional comments in the Comments field.

Example: Below is a sample completed Relationships tab.

I Payment Methods | Proile : Transaction | Profls - Dacument Printing | Profils - Amourts | Relationships ||

) [-ated Cutoe: Ship To Reciprocal
~ Mame Mumber Bill Ta | Active r Type Comment .
| CENTER FOR NEUROBIO|1517 M A (=

SR
= e s e
Al EEEElElE

L T e e
] o
ol

11. Save the record.

End of activity.
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Practice Lab

A2 Ml Practice Lab
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Lab Time

Complete Lab 2: Establishing Customer Relationships
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Routine Customer Table Maintenance

¥4 §@jnbrss Routine Customer Table Maintenance

After this lesson you should know how to:
* Process customer requests
» Establish customer relationships

=» Conduct routine customer table maintenance activities
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Routine Customer Table Maintenance

w4 §@jnbrss Routine Customer Table Maintenance

On a regular basis, we recommend performing routine
customer table maintenance which includes:

1.Searching for Duplicate Customer Records

N A

2.Deactivating Duplicate Customer Records

i
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Searching for Duplicate Customer Records

w4 g%"bm Searching for Duplicate Customer Records

T

Purpose:

Run the Customer Duplicate Report to determine if there are
Duplicate Customer Records

NATIONAL INSTITUTES OF HEALTH Iuplicate Customer Report Deport Date: 11-AUG-2003 12:45
Page: 1 of 17

Site Customer Postal
Name Customer MName Code Mmber Address Location City Code Coumtry

AM RS20 AM. ASS0. STUDY LIVER DIS EBill To ZE276 1723 FING 3T. EILL TO ALE<ANDEIA 22314-Z Thited States

AM ASS0 AM ASS0OC COL OSTEOPATHIC Eill To 1627 OFFICE OF THE P BILL TO CHEVY CHASE 20815-7 Thited States
AM AS20C OF PHAPMACEUTICA Eill To EZES Z107 WILSON BLV BILL TO ARLINGTON 22201 Thited States
AM. AZ30C. 3TUDY OF LIVER Eill To ZE77 1723 FING 3T. EILL TO ALE<ANDEIA 22314-Z Thited States

AM HEAR AM. HEART ASSN MATL RPEZ. Eill To Z161 7272 GREENVILLE BILL TO DALLAZ FEE31  Thited States
AM. HEART ASZ0C. Eill To ZE267 4217 PADRL PLACE BILL TO GLEN ALLEN 23060 Thited States

AM S0C  AM 30C FOR COLPO&ACERV. PAT EBill To 1607 Z0 WEST WASHING BILL TO HAGERST O 21740 Thited States
AM S0C FOR NEUROCHEMISTEY Eill To Z18Z I.0. BOX &315:7 BILL TO HOTST 0N 77263 Thited States
AM. 20C. FOR FHARM. E<P. Eill To 1613 ASPET EILL TO EETHEZD & 20814-3 Thited States

Report Parameters
Customer Name: To restrict the search to a specific name, enter a customer name (optional).

Number of Characters: Enter the number of characters that you think should be the same, for
the customer names to be deemed as potential duplicates.

Report Headings

Address: The street address for this customer.

City: The city for this customer address.

Country: The country for this customer address.
Customer Name: The customer name.

Customer Number: The customer id number.

Postal Code: The postal code for this customer address.
Site Code: The business purpose assigned to this address.
State: The state for this customer address.
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Submitting the Duplicate Customer Report

NIH Receivables Customer Entry
N > Reports > Listing

Submit a New Request

% Submit a Mew Heguest

What type of request do you want to run?

you to submit a pre-defined set of

1. Select the OK button.

Result: The Submit Request window is displayed.
2. Click on the LOV in the Name field and select Duplicate Customer Report.
Result: The Parameters window is displayed.

&% Parameters |

Murmber of Characters
Customer Mame

3. Enter your report parameters as described below:

Field Description
Number of Characters Enter the number of characters that you want to compare
Customer Name Enter a particular customer name that you want to search for.
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4. Select the OK button.
Result: The Parameters window is no longer displayed.
5. Select the Submit button.

Result: A Decision window is displayed.

6. Select the No button if you do not want to submit a new request.

7. Review the status of your request by selecting M > View > Requests.
Result: The Find Requests window is displayed.
&% Find Requests

® iy Completed Bequests

In Brogress

Reguest |D

Marme

Date Submitted

Diate Caompleted

Status

Phasze

Feguestor 4}

Fillnclude Reguest Set Stages in Gluery

@GS Hequest 1D *

e

8. Select the Find button.
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Result: The Requests window is displayed.

Refresh Data Find Requests

Submit a Mew Request. .

157106 ||Duplicate Customer Rep I Completed ] Normal ] . 15, =
157027 |NIHTM New Traveler Add|157026 |Completed  |Normal 3064, 01-AUG 2003, 15-AUG-2003
157026 |NIHTM New Traveler Add 157023 |Completed  |Normal |12499, 709, 10720, 157023
157025 |NIHTM Convert Employee 157024 |Completed  |Normal ]
157024 |NIHTM Convert Employee 157023 |Completed  [Normal |12499, 709, 10719, 157023
157023 |NIH Patient Addition (Rej |Completed  |Normal |12499, 709
156944 | Suppliers Report |Completed  |Normal {50541, EMPLOYEE, Vendor Name,
156628 |Supplier Audit Report |Completed  [Normal |10, 1, N
154016 |NIH Patient Addition (Rej |Completed  |Cancelled | 12499, 709
147527 |Reprint output of request Completed Hormal 147266, nbsrican552, 1, LANDWIDI -
Hold Feguest “iew Details. .. “iew Cutput
Cancel Reguest Diagnostics Wiew Log...

9. Select the Refresh Data button until the Phase field indicates completed.

10. Select the View Output button to view the report.

End of activity.
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 3: Duplicate Customer Report
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Deactivating Customer Records

-gﬁ %'éfnbrss § Deactivating Customer Records

* Youmay deactivate a customer address or the entire
customer record

Impact: Customer record or address may not be
referenced on future travel documents in the NBS Travel
System

« This action can be reversed by enabling the active
checkbox.
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Deactivating a Customer or a Customer Address

Purpose

The purpose of this document is to describe how to deactivate a customer or deactivate a
customer's address. If the deactivated address is a primary address, a new primary address must
be entered.

NIH Receivables Customer Entry
N > Customers > Standard

Find/Enter Customers

E Find/Enter Customers

~ Customer

MName ! i_ Farty Mumber |
Customer Murnber |
Account Name i Status JActi\re

~— Address
Address]

Address2 Site Mumber ‘
City State

Postal Code Courty

Pravince Country !

~— Contact

Last Mame First Marme I
Search Type @ Exact (B) T Fuzzy Clear ]

1. Enter the full or partial Customer Name in the Name field.

Notes:
— You may search for the customer based upon any or all of the fields available in the
window.
= You may use the % as a wild card.

2. Select the Find button.
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Example: Below is a sample results window.

B Match s (Organization) - { PE!

Party Numbi| Customer Murl Account Mame ldentifying .} Address]

|| PEW CHARITABLE TRUST:{39223
PEW CHARITABLE TRUY39223

[

[N

) 1 8 Ui 7 ]

L

If a message is received stating that no customer matched your criteria, goto task #3.
Otherwise, goto task #4.

3. Select the CANCEL button.
Goto task #1.

4. Place your cursor in the line of the customer you which to deactivate that contains both the
Customer Number and the Party Number.

5. Select the OK button.
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Result: The Customers - Standard window is displayed.

i anization Mumber
Mame [PEVW CHARITABLE TRUSTS ornet Mumhber

ate Mame ax Registration Mum

Account Mame a3 er [D

Addresses

Address ™ Show Only Active Addresses

.._!3333 CALIFORHNIA ST, SUITE 410, SAN FRANCISCO, CA, 94118, United States

Duplicate Check Party Relationships J

If the customer should be deactivated entirely, goto task #6. Otherwise, goto task #8.

6. Deselect the Active checkbox above the Customer Name field to deactivate the customer.
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Example: Below is a sample inactive customer.

e ‘Organization Organization Mumber
PEES PEW CHARITABLE TRUSTS Custorner Mumber  ERLE]

Alternate Mame Tax Registration Burm

Account Mame EE: gr D

Addresses

Address [ Show Only Active Addresses
: |3333 CALIFORNIA ST, SUITE 410, SAN FRANCISCO, CA, 94118, United States

_!!1526 Market Street, San Francisco, CA, 15256, United States

Duplicate Check Party Relationzhips J

7. Save your changes.
End of activity.
8. Highlight the address line that you would like to deactivate.

9. Select the Open button.
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Result: The Customer Addresses window is displayed.

Flldentifying Addr

Business Purposes

Usage Location Bill To Lacation Primary Active [ ] .

W sin 1o BILL_TO
|

<l
<l
| ®

O
R e e e e
I 1 s 1

10. Deselect the Active checkbox located under the County field, so that a checkmark no longer
appears.

11. In each of the lines listed under the Business Purposes tab, deselect the Active and
Primary boxes, so that a checkmark no longer appears.

Example: Below is a sample inactive address.
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tormer Addr
{8 Lnited States
Ad 1526 Market Street

Alternate fame State

Business Purposes

~ Usage Location Eill To Location Primary Active [ ] s
|Bill To Bill To - . =
ilShiP To Ship To & =
B = I_. -
L : - B
L : : ~
L : : ~ ]

12. Save your work.
13. Close the Customer Addresses window.
Result: The Customer Standard window is displayed.

End of activity.
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Practice Lab

A2 Ml Practice Lab
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Lab Time

Complete Lab 4: Deactivating Customer Records
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Lesson Summary

WAl | esson Summary

BT s & RSk BV ST

In this lesson you learned how to:

* Process customer addition requests
» Establish customer relationships

 Conduct routine customer table maintenance activities
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Important Information

Chapter 5
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Important Information

Important Information

Track 2 End User Training
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Initial Oracle Set Up Required

M Initial Oracle Set Up Required

The first time you log into the NBS, you will be required to:
» Download Oracle J-Initiator and

» Update your internet browser security settings

Refer to the technical guidance provided on the NBS
Technical website:http://nbs.nih.gov/technical.html
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NBS Travel Support Resources

@321 'cll NBS Travel Support Resources

FepgaS® st 4 ki TR T

» NBS Travel Web links available 24/7

= NBS Oracle Online Help and Reference: http://nbs.nih.gov/training.html
» NIH Portal Support

= Phone NIH Help Desk at 6-HELP (301.496.4357)

= Portal website address: htip://my.nih.gov
» NBS Customer Support

= Phone: Call 5-NBS7 (301.435.6277)
= E-mail: Send e-mail to tasc@NIH.gov
= Web Request for Support: Submit to: http://support.cit.nih.gov

> nVision

= nVision is an evolution of the NIH Data Warehouse, and it is the new reporting sy stem designed
to work in concert with the NBS. nVision is a business intelligence system that delivers NIH-
defined standard reports and facilitates the development of user-created ad hoc reports to
support decision-making and analysis. The first NBS module to be supported by nVision is
Travel.

= E-mail: Send e-mail to nVisionSupport@nih.gov
= Web Site for infformation: httpJ//nvision.nih.gov
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Contacting NBS Customer Support

w4211 sl Contacting NBS Customer Support

BT s & RSk BV ST

Phone: Call 6-HELP (301.496.4357)
E-mail: Send e-mail to helpdesk@NIH.gov

Web Request for Support: Submit to:
http://support.cit.nih.gov

Provide the following information to help facilitate issue resolution:
v" Oracle Responsibility Name
What are you trying to accomplish

v
v" The title of the window in which you are located
v

A description of the problem that includes the exact error message you receive
and where the error message is located

A description of what steps you took prior to receiving the error, including the
exact trraveler name, invoice number, efc that youwere trying to process

What happens i you try to proceed
The impact of the error on yourwork and when you need it to be resolved
Who to contact in the event that you are not available

Important Information
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Evaluation

W42l Evaluation

TN RSTITTS O HEATH
q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

Please take a moment to complete the

on-line training evaluation
www.surveymonkey.com/s.asp?u=44111257699

Your comments are important to us!
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Good Luck

W21 M Good Luck

Frppis®

Good Luck!
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